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Agenda

* Defining scheduling in elementary schools
e Setting up the year

= Courses

= Sections

= Rosters

— Before year start
— During year

e Student schedules during the year
" |ncoming
= Departing
= Returning
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Defining Elementary School Scheduling

e Session describes manual process
= Supports “simple” elementary schedules

— Same teacher/room for majority of instructional time
— Full year

= Creating courses and sections one at a time
= Students are placed in a single section then copied
* Elementary schools are embracing “complex” schedules
= Students have multiple teachers
" Period structures present
= Campus Schedule Wizard recommended

— Campus University certification available
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Setting up the Year: Course Setup

e Best practice in the Commonwealth
= One instructional period
= For Campus districts in 2008-09, roll courses from prior year

* If adding new courses
= Add using Scheduling>Add Course
= Two fields required
— Course Number
— Course Name

=  Most courses are
— 4termslong
— Scheduled into same instructional period
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Setting up the Year: Section Setup

* Best practice
= Roll from prior year
» |f adding/editing sections

=  Go to Search>Course/Section>Go
= Returns list of courses

Year | 07-05 Schoal | Britton-Hecla Elemental ol W
Index | Search | Help 1001 4/6 Mathematics

Course | Sections | [ Grading Tasks | [*¥rStandards | [*rCcomposite Grading | Scheduling Rules |

| Section Teacher __ Room Term Schedule Period Seats Taken Scheduling Group
Eciit 1B 1-4 Daily : (1630}
Eclit Daily ) (

Edlit Daily

Exclit Draily

Edlit Daily

Edlit Daily

Exclit Draily

Daily

Daily AM-FM

Daily !

ol Y
|| | | | | | |

Expand tree to see
sections that
rolled over
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Setting up the Year: Section Setup

* Editing section (i.e., new teacher, new room, new periods)
= Click on section
= Edit
= Save

* Adding section

= Click on Course>Sections Tab>Add a Section
— Section number is the only required field

— Select teacher from droplist
» For teacher to display in droplist
* Staff assignment to the school
* “Teacher” checked on staff assignment
— Select room from droplist
» For room to display in droplist
* Room appears in System Administration>Resources>Resources>Rooms tab

— Check period(s) section meets in section grid ;‘E
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Setting up the Year: Roster Setup

 Use only before school has started

e Students can be copied from another section into current section
e Students can be added/removed individually
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During the Year: Walk-in Scheduler

e Once school has started
= Enroll new students

— Student Information>General>Enrollments tab>New Enrollment

= Use Walk-in Scheduler to place students in section(s)

fi:Behavior | S#Transportation | § Fees | Sjlockers | Athletics | aHomeroom |

'9umma.-y| Enrollments | ﬁs:hedule‘ : Attendance | Programs | [FGrades | Transcriptll Summary | Assefiment |

Section Search

Il

) [1001/3 1
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Walk-in Scheduler Navigation

Search for student Click Schedule Click Walk-in
and select them tab Scheduler

ADAMS, COREYH  “ece
Grade:01 #418739 DOB: ﬂ'1.l"11.|'2{'{¥4
g#Transportation |

Pre-School | Title 1 Services
j_!SHnlnww | Enrollments]
Table - Group by Cou || Tl

1301-1 LANGUAGE ARTS
imH, J

1302-1 READING
imH, J

1307-1 MATHEMATICS
SMITH, J
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Anatomy of Walk-in Scheduler

Search icon Requests window
Help text When clicked right-hand window Toggles to section search
toggles to section search

Index : a DAMS, COREYH et

(I1I1112|D{h1 Gende@i
\.|"|e\'.r|ngthe
Schedule

[ save Regs 3 Clear Regs [ Get Sched Regs

Effective Date o 1 Requested Units: (0/4)

@ Course#_ Course ame 5n# Type _Lock
R |w

1
LANGUAGE ARTS LANGUAGE ARTS LANGUAGE ARTS

13021 1
READING READING READING READING

WRITING
thr-t.—rru Open

Il appear with
ATHEMATICS

located on
f thiz tab
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Anatomy of Walk-in Scheduler

Drops all classes Restores Searches for sections
for an effective schedule of courses using
date based on an specific criteria

effective date

Table - Group by Cofze (All Terms )~ 'u' Back to Gradess2lmmary .*::"jl Print OF| Choo=se a report optio

[ Load [ Unload [ End [ Restore |3, Searc
Effective Date o] Terms [v]q [v]2 [v]3[v]4

1301-1
-il_l.J--GE ARTS '. 3 E ARTS LAMGUAGE ARTS
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Walk-in Scheduler Reports

e Teacher schedules
e Student schedules
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Walk-in Schedule - Section Search

* Begin by searching for the sections

“Year | 02-09 ool | FLAT LICK ELEMENTARY
Index Search | Help ADAMS, COREY H ¥ecE
#1418739 DOB:.01/11/20 Gel M
ranspnrtatinn| % Feﬁ| Lm:kers| Athletirs|
Pre-5School | Title 1 Services ‘ ESS' Attendance Group | 'I'EDSl LEPl S Records Request ‘ L District Info
ttendance | Programs | B*Grad«5| Transcript | Credit Sllnln\arvl Assﬁsnlentl E Behavior

dHoc Reports | Waiver | Records Transfer| Gifted & Talented | FRYSC

“Jsummary | Enrollments

Ta Group by Cour: | T ack to Grades S ary int OR| Cho report option |¥ |\

[* Load [ Unioad E;'m S Restor udent Request
g Tome Enter search criteria or leave
S search fields blank to return
all sections

Department
Teacher

Term
Period
edule

[ Sear

101 LANGUAGE ARTS
01-2 ) FISHER, TT:
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Walk-in Scheduler - Loading Schedule

ADAMS, COREYH  Yece
Grad #1418739 DOBH 12004 Gender:M
ransportation | Fees | é Lockers | Athletics | de: Reports | Waiver | Records Transfer| Gifted & Talented | FRYSC

PrrSl:lu:nll Tltle]Serv'u:ﬁl ESSl Atl:endalu:eGrnup‘ TEDSl LEPl 3 Records Reqnﬁl:l _aDistrict Info Click on desired Section to add

:_[]Snnlnlarv‘ Enrollments | #fschedule | - Attendance | Programs | [A'Grades | Transcript | Credit Summary | Assessment |

Il;m ) : e ary (=5 Print OR| Choose a report option |+ Schedule it to schedule grid
End {4 Restore S 2
e Sections in red are full

[ Terms
Start Date
Course Number|

Course Name

Period
hedule

101 LANGUAGE ARTS
101 ] ER, TT.T1-T4 PH [EPs: 0
1 { R, TT.T1-T4 P:H [EPs: 0
102 READING
1 ER, TT.T1-T4 PH [EPs: 0

ADAMS, COREYH ¥ece
et Add start date by clicking on course

¥ anspnrtatinn| : Fe5| éLm:kers| Athlet'|r5| Hoc Repnrts| Waiver| Re:nrdsTransfer‘ Gifted &Talented‘ FRYSC

. .
Pre-School | Title 1 Services | ESS | Attendance Group | TEDS | LEP | _3Records Request | _3District Info number in gr|d

Enter date in Start Date field

Start Date

Courze Numg

Term
Period
Schedule

tCourse
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Ending Student’s Entire Schedule

* When student leaves school or district
= End enrollment by adding end date to enrollment record
= When enrollment is end dated, student’s schedule is also end dated
= Do not delete the enrollment
= Do not delete the student

Allard, Billy J
Grade KG #2586 DOB:03/01/2001 Gender:M

ees | é Lockers | Athletics | d Hoc Reports | Waiver | NASIS | A Student Permissions | _aCheck Dut Info =L

:_l._Summar\r | Enrollments | ﬁ.‘}chedulel ';i;':i:'httendance | Programs | IE"Gradesl Transcriptl Credit Summary | Assess

E Save P Delete .:j Print Enroliment History | ] Mew | ] Mew Enrolment History

Start Date End Date
P ™ 7-08
A 0 & (W I

P TWMCES 06-07

0
Mo Show End Date End Action

O 3

. zame =chool w

End Status

Start Comments End Comments .’
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Student Returns

* When student returns and
= Has already been enrolled at least once in your school/district
= Had an end date applied to their most recent enroliment, then

e Add new enrollment with new start date

Grade:KG #2586 DOB:03/01/2001 GenderM
ees | é Lockers | Athletics | dHn-c Reports | Waiver | NASIS | a5Student Permissions | aCheck Out Info | 3FERPA |
\Summary | Enrollments | ﬂs:hedule | ‘:;i::i:'httendancel Programs | [ Grades | Transcript | Credit Summar\fl Assessment |
E‘] Save | ] Mew Enrollment History

End Status

End Comments

End Status ‘
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Restore Student Schedule

Go to
student’s
schedule tab

Enter date student
returned in
Effective Date
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ADAMS, COREYH  Yece
Grade:01 #1418739 DOB:01/11/2004 Gender:M .
Assessment | E Behavior | sdTransportation | Fees | é Lockers | Athletics | d Hoc Reports *A Warnlng

* Click Restore

Waiver | Records Transfer | Gifted & Talented | FRYSC | Pre-School | Title 1 Services appea rs
Records Request | _aDistrict Info ° Click (0] 4

HANDWRITING HANDWRITING
Start: 5

Schedule now has both drop date and new start date in all sections

Allows teacher (s) to continue grading where they left off




Questions & Answers

Ask, we're ready!
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Learn More!

Additional training is available from Campus U
= Professional, certified trainers
= Just-in-time offerings
= Online
= |n person
— In your district
— At Infinite Campus

Infinite ;"
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